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'.What is the  function of the off ice  i n  which this  record series i s  created? 

The Laboratory Unit ,  under the direction of Chief, is  responsible for performing 
bacteriological, chemical, and imnological tes t s  for diseases or  abnormalities on 
a variety of specimens (primarily from knullans) received f'rom throughout the state .  
It is  also responsible for the evaluation, imprbvement and licensure of other labor- 
atories in the state.  The U n i t  accompldshed these goals by the  testing of specimens 
th fu  the activit ies of the Diagnostic Service Laboratories, and formulates policies 
and standards of performance for the evaluation, training and llcensure of clinical  
laboratories. 

- I__ - 
1. This f i l e  contains the following documents, (include form numbers and t i t l e s ,  if any, 

and f i l e  arrangement ) . 

SEE ATTACHED 
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13. Is  t h i s  t h e  Record Copy of t h e  series? v1 [ 1 
1 4 .  Is t h e r e  a dupl ica t ion  of t h i s  series i n  another o f f i c e  o r  hgency? '-[ 1- pr1 
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15. Is the  information contained i n , t h i s  series ever s m a r i z e d  o r  published? 

16. Does t h e  sexi-es. contain c l a s s i f i e d  information requiring s e c u r i t y  handling? 

17.. Does t h e  series i n i t i a t e ,  amend o r  terminate agency ' po l i c i e s  and procedG~es? _ _  >-,.-.? .: - ~ . _  ~ - ~~ . ~~- $ .  . 

18. 

~ '. 

~ . -  

C o n f i d e n t i a l  medical &cord - 'Georgia H e a l t h  Code ;  'Taboratory U c e n e  h ' ~ c t T o k i ~ d , 4 - P  
... [ ] F ]  

. .  . .. . . ~. ~ ..~ . . 
L . .  

-. ... 
.~ ~ . -~ ..~t.1 

Could the  funct ion be performed i f  t h e  f i l es  were l o s t  o r  destroyed? 

1 9 .  Is t h e  series ( o r  major por t ion  of i t) regu la r ly  microfilmed? I f  yes, why? [ 3 [ Y  
20. Does t h e  record series provide da ta  as input  t o  an EDP f i l e?  [ I t 4  

- [ ' I .  [ XI 

22. Has t h e  Federal  Government i ssued  in s t ruc t ions  governing t h e  retent ion/dispo-  .I 1 14 

- c ^ * - -  21. Does t h e  record series contain documentation produced as EDP p r in tou t?  . .  
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a. [ ]STATE .-.b..[ ]STATVTE:.OF.: C. .~[ ]AUDIT '~-:;d.[]FEDERI\L.-~ e .  [ ]ADMINISTRATIVE f. []HISTORICAL 
LAW LIMITATION PERIOD L A W  D E C I S I O N  , VALUE 

(Cite  Law, S ta tu te ,  or other reason for  i,he retention requirement) 

.~ 
SEE ATTACHED ~- __ - _ _  

25.  AGENCY R E C O M N D A T I O N S .  This agency recommends t h a t  t h e  f i l e  series be cu t  of f  at t h e  end--- 
of each - [ ]CALENDAR YEAR - [ ]FISCAL YEAR - [ ]OTHER __ -- , then : 

[ ] Hold i n  t h e  current  f i l e s  area m o n t h ( s ) / y e a r ( s )  : 
[ 1 Transfer  t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold year(s):  
[ ] Destroy. 
[ ] Transfer  t o  S ta t e  Archives f o r  perdahent r e t en t ion .  
[ 3 Destroy immediately after cut-off.  
[ 1 Other: (Specify)  

(Indicate b r i e f l y  rationale for recommendations above/or u r i t e  a d d i t i h a l  remarks!  : 
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Division of Physical Health 
Laboratory Unit 

An1 . 
No. Description - Disposition 

73,,?89 PARASITOLOGY TEST REPORT FILE Cut off f i l e  a t  end of each 
calendar year. Hold i n  CFA 
for  1 year, then transfer t o  

hold for  1 year, then destroy. 

Documents relating t o  the testing of 
various specimens- for  parasitic in- 
festations. This includes, but is  not State Records Center and 
limited to ,  test reports on feces, 
wine ,  and vaginas body fluids, and 
assorted reference and working papers. 
F i le  is  arranged alphabetically by year, 
by requestor, then by date of test. 

ROUTINE SEROLOGY TEST REPORT FILE 
Documents relating t o  the testing of 
blood sqples submitted for  tes t ing 
for  syphilis  o r  the Rh factor. q i s  
includes, but iS not limited to: 
VDRL test for  syphilis, FIIA-ABS test 
fo r  syphilis, Rh factor t e s t ,  and 
assorted reference and working papers. 
F i le  is arranged alphabetically by 
county, by year, by requestor, then 
by date of test. 

‘ C u t  off  f i l e  at’end of each 
calendar year, -Hold i n  CFA 
fo r  1 year, then transfer t o  
State Records Center fo r  one 
year; then destroy. 

L PHENYLKETONURIA (PKU) TEST REXORT FTLE 
,;IJ/p/ Documents relating t o  the testing of 

blood samples fo r  metaboltc disfunc- 
tions. This includeqbut $.not lim- Ah& 5/ Iq / t3 t  

submitted fo r  testing on the PKU 
factor, and assorted reference and 
working p p e r s .  File is  arranged 
alphabetically by county, by request- 
or, and by date of test. 

Same as above. 

i t e d  to;  reports on blood s-pecimen 73 -2oq -4 

TUBERCUMSIS TEST RETORT FILF Same as above. 
7’Jq’ Documents relating t o  the testing of 

body fluids f o r  evidence of tubercular 
organisms. This includeabut is  not 
limited to, microscopic and cultural 
exminations fo r  drug sensi t ivi ty ,  and 
assorted reference and working papers. 
File is  arranged alphabetically by 
county, by requestor, and by date of 
test. 
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~ a n ~ a r y i ,  1973 

Division of physical Health 
Laboratory Unit 

Description Disposition 

FOOD MICROBIOLOGY TEST FC3PORT FIE3 Same as above. 
Documents relatin@; t o  the report of 
test of food cultures t o  determine 
the presense of pathogenic organisms. 
This includes,but i s  not limited to: 
reports of tsst of spec*-, and 
assorted reference and working papers. 
File is arranged alphabetically by 
county, by requestor, by date of test. 

GONORRHEA CULTURF: TEST REPORT FIE3 
Documents relating t o  the reports of 
test fo r  gonorrhea. This includes; 
test reports, correspondence re4tirg 
t o  media checks, culture reports, and 
medical personnel inquiries. File is 
arrmged alphabetically by county, by 
requestor, by date of test. 
Additional copies f i l e d  elsewhere should 
follow same disposition instructions. 

Same as above. 

7?4!! 
BLOOD SUGAR DETERNIXATION TEST REPORT Same as above. 
F I X  
Docunaents relating t o  the reports of 
quantitative testing of blood specimens 
for  glucose. This includes, but i B  not 
limited to: reports of laboratory test, 
assorted reference and working papers. 
File i s  arrmged alphabetically by county, 
by requestor, by date of test. 

ABNORMAL HBXELOBIX TEST F3pORT FIIE 
73-2/f Documents relating t o  the tes t ing of 

blood specinens for  the presence of 
abnormal hemoglobhs . This includes 
reports of test, assorted reference and 
working papers. File is  arranged 
alphabetically by year, by county, by 
requestor, then by date of test. 

Same as above. 



Retention Records I 

Division of Physical Health 
Labor&tory Unit 
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! 

APPL 
No. - 

BAC!lE:RIOLCGY TEST REPORT FTIZ 
Documents relating t o  the report- 
ing of test t d  i d e n t i e  pathogenic 
bacteria and tbngi. This includes 
reports of test, and assorted re- 
ference and p r k t n g  papers. File 
is  arranged alphabetically by 
county, by requestdr, then by date 
of t e s t .  

VIROLOGY TEST REPORT FILE. 
Documents relating t o  the report- 
i n g  of laboratory test for  v i r a l  
infections. This includes, but , 
i s  not limited to: 
test  for  rabies, mumps, infectious 
mononucleosis, etc. and assorted 
reference and working papers. 
Fi le  i s  arranged alphabetically. 

reports of 

73,J/7MEDIA AND REAGENT REXUISTION FILE 
Documents relating t o  preparation 
of test media and reagenb fo r  use 
i n  the various diagostic labora- 
tories.  This includes, but i s  not 
limited to: un i t  requistion forms, 
mark sensi t ivi ty  sheet, compiter 
printout, and related papers. 

Disposition 

Same as Above 

' Cut off at  end of each calendar 
year, hold i n  CFA fo r  2 years; 
then destroy. 

Cut off  annually and destroy. 
Earlier destruction i s  author- 
ized. 

- .-. - _  

Records w i l l  be shipped yearly by departmental truck t o  the Atlanta 
office for  destruction. 
used fo r  shipment. 
u t i l i zed  t o  insure confidential nature. 

Number nine (9 )  card board boxes w i l l  be 
Inventory and volume control measures will be 
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Division of Physical Health 
Laboratory Unit 

APPl- 
No. Description Disposition - 
7-3 / 2  1 

ALCOHOL REKXIPT AND DISTRUBUTION FILF: Cut off  at end of each calendar 
Documents relating to the receipt and year, hold in CFA fo r  3 years; 
distribution of tax-free ethyl alcohol. then destroy. (code of Federal 
This includes, copies of receipt of Regulations Title 26, Section 

of distributibn f o r  use, monthly sum- 
mr y of distribution, and annual us- 
age summary of distribution. :File is 
arranged by month, by year. 

ethyl alcohol from supplier, records 213 page 175) 

LICENSED LABORATORY DIRECTOR-APPLICA: 
TION FIE3 
Documents relating to the application 
for licensure of clinical laboratory 
director. This includes, but is not 
limited to; application f o r  licensure 
and related correspondence. File is 
arranged alphabetically by name of 
applicant. 

Upon termination of license, 
place in inactive file and hold 
in CFA f o r  2 years; then destroy. 

LABORATORY PROFICIENCY TEST FEFORT Cut off  at end of each calendar 

Documents relating to the testing f o r  then destroy. Earlier destruc- 
laboratory proficiency and the analy- 
sis of results of State conducted test 
categories. This includes, but is not 

Mycobacteriology, ng~cology, PIUJ, 
Rebella, Syphilis serhlogy. File is 
arranged chronologically by test 
category. 

7 3 / 2 3  FILE (State conducted) year; hold in CFA for 1 year, 

tion is authorized. 

limited to, test for Bacteriology, R?escw.h-d b, D-7q-7  

7j',u/ LABORATORY PROFICIENCY TEST mPORT FILE 
(State approved) 
Documents relating to the testing fo r  
laboratory proficiency and the analysis 
of results of State approval test con- 
ducted by non-State agencies, such as 
College of American Pathologyist, etc. 
This includes, but is not limited to; 
test f o r  chemical chemistry, hemotology, 
clinical microscopy, Innmohemotology, 
etc. File is arranged categorically by 
type of test. 

Same as above. 



Retention Records I 

Division of Physical Health 
Laboratory Unit 

APPl 
No. Description Disposition_ 

LABORATORY WORKSHOP TRAINING FILE 

training workshops for laboratory destroy. 
personnel. This includes, but is 
not limited to, applications for 
workshop training, listing of app- 
licants, and attendees, pictures of 
participates, correspondence re- 
lating to workshopstraining, train- 
ing evaluation sheets, and listing 
of items needed for workshop train- 

Cut off end off fiscal year, 
hold in CFA for 3 years; then 7 3 . 9  Documents relating to organizing 

ing. 

,2ssTATE IABORAMRY LICENSURE FIIE Upon termination of licenses, 
place in inactive file, hold 
until end of calendar year; 

73 Docuraents relating to the application 
for licensure of laboratories through- 
out the state. This includes, but is then destroy. 
not limited to: application for licen- 
sure and related correspondence. File 
is arranged alphabetically by classifi- 
cation, i.e. hospital based, private, 
public health, premarLtal syphilis ser- 
ology, and thereunder alphabetically by 
name of laboratory. 

STATE IABORATORY LImSURE S'?RVEY FILF 
Documents relating to laboratory surveys 
and quality control checks of internal 
operations and laboratory procedures. 
This includes, but is not limited to, 
State licensure inspectiop survey forms, 
copies of participating medicare hospital 
laboratory survey reports, private lab- 
oratory medicare inspection reports and 
current laboratory personnel listing. 
File is arranged alphabetically by class- 

public health, premarital syphilis ser- 
ology, and thereunder by name of lab- 
oratory. 

1 ification, ie hospital based private, 

Cut off  at end of each calendar 
year, hold 1 year; then destroy. 
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